                                                                                                                                                                                                                                                                                                                                                                                                                    
	
	
	AShleigh Johnson
Applying for Property lawyer poisition.
138 Bremley Court
Glenwood
Llanedeyrn
CF23 6UW

Dear Mickey Jenkinson,

I would like to express my interest in the property lawyer position at Countrywide Conveyancing.

I believe that I have the necessary skill set and experience for this position, and I feel I have already demonstrated my dedication and capability in this role by covering and picking up files in the absence of my property lawyer. I have acquired a wealth of expertise and experience while working for Countrywide Conveyancing and I feel very knowledgeable and confident in my current position. 

I have attended a substantial amount of training during my time at Countrywide such as stamp duty training, dealing with enquiries training, I am fully trained in applying for searches and have recently been more involved with legal exchanges and completions, all in which have contributed towards my knowledge of the conveyancing process.

I have exceptional written and oral communication skills and I have built up an extensive relationship with many clients, lawyers and estate agents during my almost 9 years with the company. 

I am currently studying a skills in the workplace higher education course at University Trinity Wales Saint David and I am on track to completing this course with a distinction by January 2022. I am then hoping to go on to do my level 5 and 6 in leadership and management. This, I believe, would benefit my professional career growth and management skills.

I believe that this role will help me to achieve my five-year long-term objectives, and that I will continue to grow in this position while assisting the team in achieving their monthly/annually exchange target goals.

Thank you for taking the time to review my application.


Yours faithfully.



Ashleigh Johnson

07979197019 - ashleighjohnson_6@live.co.uk
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Ashleigh Johnson
138 Bremley Court, Glenwood. CF23 6UW
07979197019  -  ashleighjohnson_6@live.co.uk

Personal Profile

I am a highly successful person who is on track to earning a distinction in my skills in the workplace access to higher education university course. I can present professionally and have good leadership skills. I really enjoy working in teams and I am a motivated individual, so I am able to work on my own initiative and within a pressurised environment. Through strong relationship-building skills that I have acquired, I have experience in cultivating and sustaining a loyal client base. I am highly skilled in written and verbal communication skills and I am able to manage effective working relationships.

Employment History

Countrywide Conveyancing Services - October 2012 – Present

•	I joined Countrywide in October 2012 as a case progressor, my role included answering team calls, dealing with legal enquiries, and working on paper and computer-based files providing clients with updates.
•	In July 2014 I was promoted to Conveyancing Executive on the Private Conveyancing team. Roles included dealing with my own clients, setting expectations and reliable deadlines, and taking control of my own files and admin work, working alongside a dedicated lawyer.
•	Hitting monthly various targets set by team manager and senior management based on the team’s capacity at the time.
•	Now as a senior legal assistant I am able to run files from initial instruction to legal exchange. Produce legal contracts, apply for searches via an online portal, answer and raise legal enquiries and keep communication with my clients via emails and telephone calls.
•	Reporting matters to mortgage lenders and produce legal documentation to support the transaction. I liaise with lawyers, agents, and clients to ensure a smooth transaction. Making and receiving calls to both internal and external clients whilst keeping the chain updated regularly.


Leading Edge UK (BT local business) - July 2011 – September 2012

Sales Administrator - July 2012 – September 2012

•	Supporting the sales team by processing all administration relating to their sales and conversions.
•	Ensuring that the order process is managed from point of sale until completion.
•	Arranging the billing and delivery of the BT products.
•	Managing the customer database to ensure contact details, order figures and commission statistics are stored accurately.
•	Liaising with internal and external customers
•	Dealing with enquiries
•	Complaint handling 






Business Development Manager Apprentice - July 2011 – July 2012

•	Working within a high-volume call Centre environment conducting business to business outbound tele sales.
•	Responsible for proactively contacting prospective clients, building and maintaining professional relationships and converting calls to confirmed sales.
•	Creating sales and marketing campaigns to attain new business.
•	Committed to achieving and exceeding competitive targets.
•	Developed excellent communication, negotiation, and objection handling skills.
•	Comfortable within a target driven environment.
•	Demonstrated commitment to completing my apprenticeship scheme.

Conduit Vodafone/Sky

Customer Service Advisor - April 2010 – July 2011

•	Working within a high-volume call Centre environment, I received incoming calls from customers of Sky and Vodafone
•	Developed exceptional customer care and communication skills.
•	Capable of dealing with difficult and complex enquiries and complaints.
•	Confident within a busy environment
•	Committed to achieving a resolution to all calls within a specified time frame.


Education, Qualifications and Training

University Wales Trinity St David
Currently studying in a higher education course for skills in the workplace leadership and management.

St David’s College (September 2009 – January 2010)
Studying A levels in Law, Math’s, Sociology and R.E but I decided to postpone my education for the time being as I was undecided on what career path I would like to pursue in the future.

Corpus Christi High School (2004 – 2009) GCSE’s
GCSEs: 10 A-C (including Math’s, English Language & English Literature)

NVQ			I have an NVQ Level 2 in Customer service
Digital Competency	Microsoft Office (PowerPoint, Word, Excel and Outlook)


Hobbies and interests

I enjoy traveling the world and seeing new places, meeting new people, and having a great time. I like to read, socialise, and catch up with family and friends in my spare time. I also enjoy going to the gym and keeping my fitness levels up.

References

Supplied on request.
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Description 
I am reflecting on my experience on writing my CV and cover letter for component two of our personal career development assignment. I have been asked to put together a CV and cover letter for a job of my choice and write a cover letter describing why I feel I would be an excellent candidate for the job I have chosen to apply for.

Feelings
I felt exceptionally confident in putting together my cover letter for the position I would like to apply for, and I feel that my CV fully supports my cover letter and details the skills I have gained during my time in my current workplace. I have never written a cover letter previously for any jobs I have applied for and some jobs I have not been offered an interview. I feel that now I have a professional cover letter and I have amended my CV to support the job specifications for the role I am applying for, I have no reason going forward to believe that I will not be successful for the positions I apply for.

Evaluation
An element of the experience that went well for me was that I already had a CV put together that I had to amend to ensure I covered the job specifications of the role I wish to apply for. I used my digital competency skills to produce a professional front cover letter and I took the advice of my lecturer on adding in the colours of the company I am applying for, for that added personal professional touch. 

Analysis
I think things went well for me with this part of the assignment as the job I have chosen to apply for is a position in my current company. I already have the experience of working for the company, I also have some experience in the role I am applying for as I have had to cover files in the absence of the lawyer I work alongside with.

Conclusion
I have learnt that if I send out a standard copy of my CV and I do not amend this to specifically support the application I am making then I am likely not to be offered a position. I have also learnt that I can make my CV more formal and professional by adding a cover letter to support my application.

Action Plan
Going forward in future applications of job positions I will ensure I always produce a professional cover letter to support my CV, and details why I would be perfect for the role I am applying for. I will make certain that I amend my CV for each specific job role I apply for and I will make sure not send out a generic CV as per my previous applications. 
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